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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Glenda Porter
	SUPERVISOR'S CLASS: Staff Services Manager II (S)
	personnel analyst: Alcantar
	personnel date: 12/30/2014
	PERCENT OF TIME: 














40%
	activity: POSITION SUMMARY
Under the direction of the Staff Services Manager II, employee plans, organizes, and directs the 
Administrative Services Unit for the San Luis Field Division.  Incumbent supervises staff and coordinates administrative support services functions.  Must exercise considerable independent judgement and possess a thorough knowledge and expertise of established SAP applications; and budgeting, accounting, personnel policies, procedures, regulations, and labor contract provisions.  Must exercise good judgment in matters pertaining to these functions.Provides support to the Planner/Scheduler function. Duties include, but are not limited to:

ESSENTIAL FUNCTIONS
This position is permanent, full time, with a minimum 40-hour workweek and requires that the incumbent work cooperatively with others, adjust priorities based on operational needs, maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific essential duties are:

Personnel Administration - Supervises the personnel administrative functions of San Luis Field Division, including overseeing Historical Guide activities.  Advises and makes recommendations to staff and management on varied and difficult personnel management problems; reviews and approves personnel action documents and prepares related reports and memoranda; analyses and restructures positions; prepares or assists in the preparation of job descriptions and revising class specifications; participates in recruitment activities; coordinates Division exam requests and participation in the exam process; advises and assists supervisors on rejections during probation, and informal and formal disciplinary actions.  As Division liaison with Labor Relations Office provides advice and assistance to management regarding MOU terms; responds to questions on Division activities during contract negotiations with various bargaining units; investigates, makes recommendations, and prepares Division Chief’s response to grievances.


	classification: Administrative Officer II, Resources Agency
	appointee: Vacant
	dwr position number: 2410-4558-503
	sap personnel no: 
	sap position number: 50002326
	division: O&M, San Luis FD, Administration Branch
	mcr: 1
	percent2: 30%








20%








10%












	activity2: Administrative Supervision - Provides overall direction, guidance, and general control of Administrative Branch personnel, including overseeing Historical Guides activities at Romero Visitor Center.  Monitors work for conformance to policy, schedules, fund allotments, and quality control.  Provides training and evaluates performance.  Oversee work force and fiscal requirements, budget, program expenditures, and funding distribution and monitor expenditures in SAP.   Approve attendance reports, travel expense claims, training requests, A&D reports, and other personnel documents.  Meet with Field Division Chief and other Branch Chiefs to coordinate management and workload.  

Budget/Program Control - Supervises, oversees, analyzes, monitors, and evaluates Administrative Services budget and program control expenditures; will alert management to problems and recommend solutions.  Prepares reports on various budgetary data for management; report writing and preparation of procedural memorandum for revisions or adoptions of State regulations; prepares draft responses to correspondence from headquarters offices, other governmental entities and the public pertaining to administrative matters; has frequent contact with field division management personnel and with Headquarters staff offices, attends meetings with headquarters staff; and conducts special studies when  required. 

Safety - Interact and establish with staff positive safe behavior, safety standards, test compliance/understanding of these safety standards, identify/correct unsafe situations and systems.  Assist in Safety Audits throughout the field division promoting understanding within DWR staff that Safety has become mission critical and is a core value for all employees.  Incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division is necessary to perform the requirements of this position.

OTHER RESPONSIBILITIES
Acts for the Staff Services Manager II during absences. 

SPECIAL REQUIREMENTS
Ability to bend, stoop and reach for filing; ability to move up to 25 lbs.  Must be able to operate computers and learn/know appropriate programs.  Overtime may be required, based on work needs.  

Must have a valid California Class C license as incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division is necessary to perform the requirements of this position.
	percent 3: 
	activity3: This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Glenda Porter
	employee name: Vacant


